
Job Description

Director of Riverton Dignity Division Program

DEFINITION: 
Responsible for the supervision and oversight of the Riverton Dignity Division program including: community employment services, organizational employment services, community living services, and personal, social, and community services.  Responsibilities include but are not limited to the financial oversight and adherence to the program budget, staff recruitment and development, strategic planning, needs analysis, and coordination of services with other CES programs, community resources, and families and/or advocates.

RESPONSIBLE TO:   Chief Executive Officer

ESSENTIAL FUNCTIONS:

1. Supervise and oversee all Riverton Dignity Division programs.

2. Oversee and assist in the recruitment, hiring, and development of staff.

3. Develop and adhere to the program budget and submit reports as required.

4. Conduct and oversee staff performance evaluations in relationship to job requirements, program objectives, and program development. 

5. Oversee the rehabilitation process of individuals served. (Participating as needed)

6. Coordinate ongoing program evaluations including timely collection and submission of program evaluation data and reports.

7. Develop and implement long range plans for the Riverton program submitting associated data as requested.

8. Understand various funding sources and requirements associated with each source.

9. Attend and participate in management and program staffings.

10. Participate in committees as assigned and act as chairperson if appointed.

11. Maintain and oversee the implementation of and adherence to all CES policies, procedures, and records as specified.

12. Assist in needs surveys and development of grants relating to the program.

13. Maintain confidentiality.

14. Must fulfill competency requirements in First Aid, CPR, MANDT, and other mandatory inservices.

15. Consult with stakeholders – including persons served, parents guardians, funding sources, and ancillary providers to ensure individuals are receiving choice driven services.

16. Monitor the satisfaction of persons served and stakeholders by reviewing survey data, team meeting minutes, complaints, etc., responding as necessary to improve persons served satisfaction.

17. Participate in designing and presenting community education programs and public relation activities promoting the mission of the organization.

18. Oversee Riverton Dignity Division financial records including but not limited to preliminary bill approval, credit card transactions, purchase orders, and petty cash accounts.

19. Provide supervision and support for the Community Living Program when assigned per the On-Call List.

MINIMUM EMPLOYMENT QUALIFICATIONS:

Any combination of education and experience providing the required skill and knowledge for successful performance would be qualifying.  Typical qualifications would be equivalent to:

1. possession of a Bachelors degree (or equivalent) from an accredited college or university with major course work in human services, social/behavioral sciences, education, rehabilitation, or closely related fields

2. two (2) years experience in program management to include supervision.

3. two (2) years rehabilitation experience specific to individuals with developmental 

      disabilities preferred.

This job description should not be construed to imply that these requirements are the exclusive functions of the position.  Individuals will follow any other instructions, and perform any other related duties, as may be required.
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